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Printing the State
Payroll Register

September 8, 2006

REQUESTING A STATE PAYROLL REGISTER

Use the following navigation to ‘State Payroll Register’ and select ‘Add a New Value.’ If you have
run this report before, you can ‘Search’ or simply enter your ‘Run Control ID’. Main Menu>ND
State Applications>Reports>State Payroll Register

State Payroll Register
Enter any infarmation you have and click Search. Leave fields hlank far a list of all values.

/ Find an Existing Value ' Add a New Valug |

Search by: Run Control ID hegins with

[Icase Sensitive

mw/

Find an Existing Walue | Add a Mew Yalue

‘Run Control ID’ is primarily for technical tracking of processes. We recommend you simply use
your 5-digit Business Unit in that field, then click ‘Add’. In the future, you may simply enter your
Business Unit in the previous screen and it will recall your ‘Run Control’.

The screen on the following page shows where you need to enter your 5-digit Business Unit (you
will only get results for the Business Units for which you have security access). Enter the pay end
date for the month that you would like print. You must also enter ‘ND’ in the company. You will
then select Advanced, Supplemental, or Both, depending on what payroll you need the register run
for. Then Click ‘Run’.
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[ State Payroll Reports

Run Control ID: 11000 Bepott anader Process Maonitar Run
C any:

Pay Run ID: -ompany:
ar Pay Group:
Pay Period End:
ar Page = Thru Page:
Business Unit: 11000 |2 Pay End Date: | 03/30/2006 |5 Company: |ND
For State Pay Cycles use last
O Advanced O Supplemental (&8 day ofthe pay period month
On-Cycle Off-Cycle Both
B save | SLReturnto Search | [] Matify BN

The following screen shows the parameters for the report. The Server Name should be ‘PSNT'.
The report is formatted to show best in adobe PDF format so we recommend you select ‘PDF’ for
the Format. Then click ‘OK’ and you will be returned to the previous screen.

Process Scheduler Request

User ID: lbarger3 Run Control ID: 11000
e

Server Name: PSNT * | Run Date: 09022006 B

Recurrence: * | Run Time: 9:09: 3940 Resetto Current Date/Time |

Time Zone: Q

Process List

Select Description Process Name Process Type ‘Twpe ‘Format Distribution

PAYDODZ_8 PAYOODZ_S S0R Report eb ~ || PDF w | Distribution
Ok ‘ Cancel ‘
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When you're returned to this screen, click on ‘Process Monitor’ to view the status of the report

running.
[ State Payroll Reports
Run Control ID: 11000 BeportManager Process Monitor Run
Pay Run ID: Company:
ar Pay Group:
Pay Period End:
ar Page #: Thru Page:
Business Unit: [11000 |2, Pay End Date: | 03/30/2006 Eﬂ Company: |MD
For State Pay Cycles use last
O Advanced O Supplemental & day ofthe pay pariod manth
On-Cycle Off-Cycle Both
Bl save | CiReturnto Search | [S] Matify | Er 2dd |

At this Process Monitor screen, click on ‘Refresh’ periodically until the Run Status of your report

shows ‘Success’. Then click on ‘Details’.

| Process List |_Gerver List |
User ID: |lherger3 Q. Type: w | Last: 1| |Days  » | Refresh
Server: * | Name: C Instance: to
Run + | Distribution - [#] save On Refresh
Status: Status
Process List
Select Instance Seq. Process Type Eiocess User Run Date Time Run Status Details
= Name < . Status <
380349 S0R Report PAYODZ2_S I|bergerd 09/08/2006 9:09:39AM CDT Posting Details
380338 SGR Report MOSPRZ0 |hergerd 09072006 11:26:01AM CDT Success Fosted Details
380332 Crystal NDSPR205 |bergerd 0970772006 10:58:24AM CDT  Success Posted Details
380320 SQR Report PEROOZ_S Ihergerd 080072006 10:06:4048M CDT Success Fosted Details
380317 S0R Report PEROO1_S |hergerd 09072006 9:3317AM CDT Success Posted Cetails
Go backto State Payroll Register
Bl save | [=] Motify
Frocess List| Server List
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When you come to the Process Detail screen, click on “View Log/Trace” to get the next screen with
the report file name.

Process Detail

Instance: 3803449 Type: S0OR Report

Name: PAYODZ_S Description: PAY002_5

Run Status: Success Distribution Status: FPosting

Run ControlID: 11000 Hold Request
Location: Sanver Gueue Request

Cancel Request
Delete Request
Restart Request

Server: PSMT

Recurrence:

Request Created On: 09/02/2006 2:11:10AM CDT Parameters Transfer
Run Anytime After: 09/08/2006 9:09:39AM CDT Message Log
Began Process At: 09508:2006 911:23AM CDT Batch Timings
Ended Process At: 09/08/2006 9:12:07AM CDT Wiewy LogiTrace
Ol | Cancel |

Then click the report name below to view the report.

View Log/Trace

Report ID: 13048 Process Instance: 320349 Message Log
Name: PAYOOZ_5 Process Type: SC0R Report
Run Status: Success

PAYOODZ_S

Distribution Node: REFMODE Expiration Date:
File List

| HMame File Size (bytes) Datetime Created
< PAYOOZ2 5 380348 FPDF 122,153 09/08/2006 9:12:07.930000AM CDT

Trace File 851 09/08/2006 9:12:07.930000AM COT
Message Log 1,670 090872006 9:12:07.930000AM CDT
Distribution 1D Type ‘Distribution 1D
User Ilherger3

Feturn
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The report, shown below, may then be saved wherever you prefer to store it or you may print it at

your own printer.
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